
Chapter 31.  Reporting of Claims 
§3101. Reporting of Property Damage Claims 

A. All claims must be reported as soon as possible, but no later than the prescription period outlined in Book III, 
Title 24, Chapter 4 of the Louisiana Civil Code.  In most cases, prescription periods are one (1) year.  ORM will pay 
only for covered losses reported before one year from the date of the accident or discovery date.  Policy language 
clearly states…”you must see to it that we are notified as soon as practicable of an “occurrence” or an offense which 
may result in a claim.”  FAILURE TO REPORT POTENTIAL CLAIMS AS SOON AS POSSIBLE SEVERELY 
LIMITS THE ABILITY OF ORM TO INVESTIGATE THE FACTS AND MAY COMPROMISE THE STATE’S 
LEGAL RIGHTS TO SUBROGATION FROM A RESPONSIBLE THIRD PARTY. 

B. The state of Louisiana provides insurance coverage for damage to state-owned property which includes 
damage to buildings and improvements, contents, inventories, mobile equipment, heating and air conditioning 
systems, and marine hulls 26 feet and under. 

C. All claims for damage to property owned by the State are to be reported to the Office of Risk Management's 
Property Claim Unit in writing. If a loss or claim is serious in nature, it is to be reported by telephone to the Office 
of Risk Management's Property Claim Unit. 

D. Claims are to be submitted, in writing, to the Office of Risk Management, P. O. Box 91106, Baton Rouge, LA  
70821-9106. 

E. Information required to be submitted when a claim is reported to the Office of Risk Management's Property 
Claim Unit includes the following: 

1. name of insured, location of property or unit; 

2. date of loss; 

3. description of loss; 

4. location of item, state building ID/property control tag number; 

5. size, model, and serial number of item, if applicable, 

6. name of person reporting claim, listing job title, and telephone number; and 

7. proof of ownership. 

F. After a loss has occurred, all property which has been damaged is to be protected against further damage and 
is to be made available for inspection by a claims adjuster assigned by the Office of Risk Management. 

G. If a loss occurs or a claim arises, the agency is not to assume any obligation or incur any expenses without 
authorization from the Office of Risk Management, but should act to protect property and minimize the loss. 

H. If repair or replacement is not accomplished within 36 months of the loss date; or, if approval is not obtained 
from the Commissioner of Administration to use the funds for some other purpose, or to extend the 36 month 
prescriptive period, the claim file will be closed. 

I. All lawsuits, demands, notices, summons, or other legal documents pertaining to a claim against a state 
agency are to be forwarded immediately to the Office of Risk Management, Property Claims Unit for further 
handling. 

J. Any objects and/or products which may have caused, contributed to, or which are suspective of causing an 
accident are to be retained and preserved as evidence. 

AUTHORITY NOTE: Promulgated in accordance with R.S. 39:1527, et seq. 
HISTORICAL NOTE: Promulgated by the Division of Administration, Office of Risk Management, LR 13:20 (January 

1987), amended LR 15:85 (February 1989). 

§3103. Reporting of Boiler and Machinery Claims 
A. All claims must be reported as soon as possible, but no later than the prescription period outlined in Book III, 

Title 24, Chapter 4 of the Louisiana Civil Code.  In most cases, prescription periods are one (1) year.  ORM will pay 
only for covered losses reported before one year from the date of the accident or discovery date.  Policy language 
clearly states…”you must see to it that we are notified as soon as practicable of an “occurrence” or an offense which 



may result in a claim.”  FAILURE TO REPORT POTENTIAL CLAIMS AS SOON AS POSSIBLE SEVERELY 
LIMITS THE ABILITY OF ORM TO INVESTIGATE THE FACTS AND MAY COMPROMISE THE STATE’S 
LEGAL RIGHTS TO SUBROGATION FROM A RESPONSIBLE THIRD PARTY. 

B. The state of Louisiana provides insurance coverage for bodily injury and third party property damage claims 
where such losses result from state-owned boiler and machinery equipment, and for property damage to state-owned 
boiler and machinery equipment. 

C. All claims for damage to boiler and machinery equipment are to be reported to the Office of Risk 
Management's Property Claim Unit in writing. Any claim involving bodily injury is to be reported by telephone to 
the Office of Risk Management's Property Claims Unit. 

D. Claims are to be submitted in writing to the Office of Risk Management, P. O. Box 94095 91106, Baton 
Rouge, La.  70821-9106. 

E. Information required to be submitted when a claim is reported to the Office of Risk Management's Property 
Claim Unit includes the following: 

1. name of insured, location of property or unit; 

2. date of loss; 

3. description of item, to include size, model, serial number, and tonnage or capacity; 

4. name, job title, and telephone number of person reporting claim; 

5. name and phone number of person to be contacted by adjuster assigned by ORM. 

F. After a loss has occurred, the property which has been damaged is to be protected against further damage and 
is to be made available for inspection by a claims adjuster. 

G. If replacement, repair, reconstruction, or rebuilding is not commenced within 36 months of the loss date for 
all state property losses; or if a claim remains inactive for 36 months after replacement, repair, reconstruction or 
rebuilding is commenced; or if approval is not obtained from the commissioner of Administration within the same 
period of time for expenditure of insurance proceeds for some other purpose, the claim file will be closed. 

H. All lawsuits, demands, notices, summons, or other legal documents pertaining to a claim against a state 
agency are to be forwarded immediately to the Office of Risk Management's Property Claim Unit for further 
handling. 

I. Any objects and/or products which may have caused, contributed to, or which are suspective of causing an 
accident are to be retained and preserved as evidence. 

AUTHORITY NOTE: Promulgated in accordance with R. S. 39:1527, et seq. 
HISTORICAL NOTE: Promulgated by the Division of Administration, Office of Risk Management, LR 13:20 (January 

1987) amended LR 15:85 (February 1989). 
§3105. Reporting of Comprehensive General Liability Claims 

A. All claims must be reported as soon as possible, but no later than the prescription period outlined in Book III, 
Title 24, Chapter 4 of the Louisiana Civil Code.  In most cases, prescription periods are one (1) year.  ORM will pay 
only for covered losses reported before one year from the date of the accident or discovery date.  Policy language 
clearly states…”you must see to it that we are notified as soon as practicable of an “occurrence” or an offense which 
may result in a claim.”  FAILURE TO REPORT POTENTIAL CLAIMS AS SOON AS POSSIBLE SEVERELY 
LIMITS THE ABILITY OF ORM TO INVESTIGATE THE FACTS AND MAY COMPROMISE THE STATE’S 
LEGAL RIGHTS TO SUBROGATION FROM A RESPONSIBLE THIRD PARTY. 

B. The state of Louisiana provides Comprehensive General Liability coverage for bodily injury and property 
damage claims resulting from operations for which the agency could be held legally liable. 

C. All general liability claims are to be submitted, in writing, to the Office of Risk Management on a General 
Liability Claim Reporting Form or in a narrative format.  The General Liability Claim Reporting Form can be found 
on the Office of Risk Management’s web site, www.doa.louisiana.gov/orm. 

D. Claims are to be submitted, in writing, to the Office of Risk Management, P. O. Box 91106, Baton Rouge, LA 
70821-9106. 



E. If a loss is serious in nature, it is to be reported by telephone to the Office of Risk Management for review to 
determine if coverage is applicable. 

F. Claims which are made against a state agency by a third party are to be submitted to the Office of Risk 
Management for review to determine if coverage is applicable. 

G. All lawsuits, demands, notices, summons, or other legal documents pertaining to a claim against a state 
agency are to be forwarded immediately to the Office of Risk Management's Claim Office for further handling. 

H. Any objects and/or products which may have caused, contributed to, or which are suspected of causing an 
accident are to be retained and preserved as evidence. 

I. If a loss occurs or a claim arises the agency is not to assume any obligation or incur any expenses without 
authority from the Office of Risk Management. 

AUTHORITY NOTE: Promulgated in accordance with R.S. 39:1527, et seq. 
HISTORICAL NOTE: Promulgated by the Division of Administration, Office of Risk Management, LR 13:20 (January 

1987), amended LR 15:85 (February 1989). 

§3107. Reporting of Worker's Compensation and Maritime Claims 
A. All claims must be reported as soon as possible, but no later than the prescription period outlined in Book III, 

Title 24, Chapter 4 of the Louisiana Civil Code.  In most cases, prescription periods are one (1) year.  ORM will pay 
only for covered losses reported before one year from the date of the accident or discovery date.  Policy language 
clearly states…”you must see to it that we are notified as soon as practicable of an “occurrence” or an offense which 
may result in a claim.”  FAILURE TO REPORT POTENTIAL CLAIMS AS SOON AS POSSIBLE SEVERELY 
LIMITS THE ABILITY OF ORM TO INVESTIGATE THE FACTS AND MAY COMPROMISE THE STATE’S 
LEGAL RIGHTS TO SUBROGATION FROM A RESPONSIBLE THIRD PARTY. 

B. The state of Louisiana provides insurance coverage for Worker's Compensation and Maritime Claims. 

C. All accidents or occupational diseases involving state employees while in the course and scope of their 
employment with the state are to be reported to the Office of Risk Management within five days from the date of 
injury or knowledge. The forms used for this purpose are the Employer's Report of Occupational Injury or Disease 
Form (E-1, completed at the time of the accident), and the Pre-existing Condition Form (E-2, which was completed 
when hired).  The Office of Risk Management will accept electronic filing of the Employer’s Report of 
Occupational Injury or Disease Form.  Access www.doa.louisiana.gov/orm and click on Agency Claims Reporting 
System. 

D. Employer's Report of Occupational Injury or Disease Forms can be obtained from Forms Management, Box 
94095, Baton Rouge, LA 70804-9095 and the Pre-existing Condition Form can be obtained from the Office of Risk 
Management, Claims Section, P. O. Box 91106, Baton Rouge, LA  70821-9106. 

E. A copy of the Employer's Report of Occupational Injury or Disease Form and a copy of the Pre-existing 
Condition Form for a claim in which lost time exceeds seven days, is to be submitted to the Office of Worker's 
Compensation Administration, P. O. Box 94040, Baton Rouge, LA  70804-9040 within 10 days of actual knowledge 
of injury or death. 

F. All Employer's Report of Occupational Injury or Disease Forms and Pre-existing Condition Forms are to be 
accurately and completely filled out. 

G. Information required to be submitted when a worker's compensation claim is reported on the Employer's 
Report of Occupational Injury or Disease Form includes: 

1. agency's location code number (located in a block below the Employer's Federal Tax I.D. Number); 

2. the occupation of the employee, inclusive of his/her classified or unclassified job title. A classified job title 
is to include the civil service job classification code number; 

3. an injured employee's monthly wages are to be reported on the Employer's Report of Occupational Injury 
or Disease Form under "Other Wages." 

H. Information which is to be contained on the Preexisting Condition Form includes: 

1. complete name, age, social security number, address, and civil service position being applied for; 



2. check list of possible pre-existing diseases, disabilities, and/or conditions before employment; 

3. description of particulars relative to any checked pre-existing permanent disabilities; 

4. name and address of employer at time of previous 

injury; 

5. witnessed and dated signature of applicant as to the completeness, accuracy, and validity of the information 
contained on the Pre-existing Condition Form. 

I. If an injured employee returns to work after having lost time, the Office of Risk Management, Worker's 
Compensation Claims Unit, is to be notified immediately by telephone, and an Employer's Supplemental Report of 
Injury is to be submitted confirming the return to work date. Also, an Employer's Supplemental Report of Injury 
Form is to be submitted to the Office of Risk Management at any time the injured employee's work status changes. 

J. All lawsuits, demands, notices, summons, or other legal documents pertaining to claims are to be forwarded 
immediately to the Office of Risk Management's Claim Office for further handling. 

K. Any objects and/or products which may have caused, contributed to, or which are suspected of causing any 
accident are to be retained and preserved as evidence. 

L. Any claim paid by legislative appropriation is to be reported to the Office of Risk Management by 
Appropriations Control. 

AUTHORITY NOTE: Promulgated in accordance with R.S. 39:1527, et seq. 
HISTORICAL NOTE: Promulgated by the Division of Administration, Office of Risk Management, LR 13:21 (January 

1987)) amended LR 15:85 (February 1989), LR 16:401 (May 1990). 
§3109. Reporting of State Automobile Liability and Physical Damage Claims 

A. All claims must be reported as soon as possible, but no later than the prescription period outlined in Book III, 
Title 24, Chapter 4 of the Louisiana Civil Code.  In most cases, prescription periods are one (1) year.  ORM will pay 
only for covered losses reported before one year from the date of the accident or discovery date.  Policy language 
clearly states…”you must see to it that we are notified as soon as practicable of an “occurrence” or an offense which 
may result in a claim.”  FAILURE TO REPORT POTENTIAL CLAIMS AS SOON AS POSSIBLE SEVERELY 
LIMITS THE ABILITY OF ORM TO INVESTIGATE THE FACTS AND MAY COMPROMISE THE STATE’S 
LEGAL RIGHTS TO SUBROGATION FROM A RESPONSIBLE THIRD PARTY. 

B. The state of Louisiana provides insurance coverage for liability and physical damage to state-owned and 
leased licensed vehicles and excess liability coverage for employee's private automobiles while being operated with 
proper authorization during the course and scope of state employment. 

C. All claims for liability or physical damage to state-owned and leased licensed vehicles are to be reported to 
the Office of Risk Management's Transportation Claims Unit in writing. If a loss involves property damage 
estimated at $5,000 or more or if a loss involves any bodily injury, the loss is to be reported by telephone to the 
Office of Risk Management Transportation Claims Unit. 

D. All claims are to be submitted to the Office of Risk Management, Transportation Unit, P. O. Box 91106, 
Baton Rouge, LA 70821-9106 on a DA 2041 (revised 12/98) accident report form.  This form must be completed 
within 48 hours after an automobile accident.  These forms are available through DOA/Forms Management and The 
Office of Risk Management’s web site, www.doa.louisiana.gov/orm. 

E. The Automobile Accident Form (DA 2041) must be completed and submitted to the Office of Risk 
Management, Transportation Unit, P. O. Box 91106, Baton Rouge, LA 70821-9106 or faxed to (225) 342-4470 
within 48 hours after the accident occurred. 

F. Automobile accident reports are to be submitted with as much information as possible; however, if certain 
information is unavailable, the report is to still be submitted. Information which is unavailable can be obtained at a 
later date. 

G. All lawsuits, demands, notices, summons, or other legal documents pertaining to a claim against a state 
agency are to be submitted immediately to the Office of Risk Management's Claim Office for further handling. 



H. Any objects and/or products which may have caused, contributed to, or which are suspected of causing an 
accident are to be retained and preserved as evidence. 

I. If a loss occurs or a claim arises, do not assume any obligation or incur any expenses without authority from 
the Office of Risk Management. 

J. If repair or replacement of a state vehicle is not completed within 12 months of the loss date, or if approval is 
not obtained from the Commissioner of Administration within the same period of time for expenditure of insurance 
proceeds for some other purpose, the claim file will be closed. 

K. More information relative to the reporting of state automobile liability and physical damage claims such as 
reimbursement of collision deductible on employees’ personally-owned vehicle used on state business, towing of 
state vehicles, reduction of automobile liability limit in a special circumstance, rented motor vehicles and/or 
courtesy vehicles, and guidelines for in-house repairs to state owned licensed vehicles can be found on the Office of 
Risk Management’s web site, www.doa.louisiana.gov/orm. 
§3111. Reporting of Aviation Claims 

A. All claims must be reported as soon as possible, but no later than the prescription period outlined in Book III, 
Title 24, Chapter 4 of the Louisiana Civil Code.  In most cases, prescription periods are one (1) year.  ORM will pay 
only for covered losses reported before one year from the date of the accident or discovery date.  Policy language 
clearly states…”you must see to it that we are notified as soon as practicable of an “occurrence” or an offense which 
may result in a claim.”  FAILURE TO REPORT POTENTIAL CLAIMS AS SOON AS POSSIBLE SEVERELY 
LIMITS THE ABILITY OF ORM TO INVESTIGATE THE FACTS AND MAY COMPROMISE THE STATE’S 
LEGAL RIGHTS TO SUBROGATION FROM A RESPONSIBLE THIRD PARTY. 

B. The state of Louisiana provides insurance coverage for aviation losses which includes liability and hull 
coverage. All claims are to be reported to the Office of Risk Management's Transportation Claims Unit. 

C. Claims are to be submitted within 48 hours after an accident/incident to the Office of Risk Management, 
Transportation Unit, P. O. Box 91106, Baton Rouge, LA 70821-9106 on the Aviation Accident Report form 
furnished by the Office of Risk Management.  Please contact the Transportation Unit supervisor for these forms. 

D. All lawsuits, demands, notices, summons, or other legal documents pertaining to a claim against a state 
agency are to be forwarded immediately to the Office of Risk Management's Transportation Claims Unit for further 
handling. 

E. Any objects and/or products which may have caused, contributed to, or which are suspected of causing an 
accident are to be retained and preserved as evidence. 

F. If a loss occurs or a claim arises, the agency is not to assume any obligations or incur any expenses without 
authority from the Office of Risk Management. 

AUTHORITY NOTE: Promulgated in accordance with R.S. 39:1527, et seq. 
HISTORICAL NOTE: Promulgated by the Division of Administration, Office of Risk Management, LR 13:21 (January 

1987) amended LR 15:85 (February 1989). 

§3113. Reporting of Wet Marine Claims (Over 26 Feet) 
A. All claims must be reported as soon as possible, but no later than the prescription period outlined in Book III, 

Title 24, Chapter 4 of the Louisiana Civil Code.  In most cases, prescription periods are one (1) year.  ORM will pay 
only for covered losses reported before one year from the date of the accident or discovery date.  Policy language 
clearly states…”you must see to it that we are notified as soon as practicable of an “occurrence” or an offense which 
may result in a claim.”  FAILURE TO REPORT POTENTIAL CLAIMS AS SOON AS POSSIBLE SEVERELY 
LIMITS THE ABILITY OF ORM TO INVESTIGATE THE FACTS AND MAY COMPROMISE THE STATE’S 
LEGAL RIGHTS TO SUBROGATION FROM A RESPONSIBLE THIRD PARTY. 

B. The state of Louisiana provides insurance for liability and hull damage for marine vessels over 26 feet in 
length. 

C. All claims involving vessels in excess of 26 feet are to be reported, in writing, to the Office of Risk 
Management's Transportation Unit. All bodily injury claims are to be reported by telephone to the Office of Risk 
Management's Transportation Unit. 



D. Claims are to be submitted in writing within 48 hours after an accident/incident to the Office of Risk 
Management, Transportation Unit, P. O. Box 91106, Baton Rouge, LA  70821-9106. 

E. Information required to be submitted when a claim is reported to the Office of Risk Management's 
Transportation Unit includes the following: 

1. complete description of vessel, including hull identification and coast guard certificate number; 

2. name of captain or master and passengers; 

3. exact location of incident; 

4. date and time of incident; 

5. names and addresses of third parties involved if known; 

6. description of damages; 

7. contact persons who can assist in investigation; 

8. circumstances surrounding and/or cause of accident. 

All accidents/incidents involving ferry boats are to be reported to the Office of Risk Management on the 
Department of Transportation (DOTD) accident report forms:  DOTD 03-18-3023 for private vehicles and DOTD 
03-18-3024 for passenger(s) injured. 

F. All lawsuits, demands, notices, summons, or other legal documents pertaining to a claim against a State 
agency are to be forwarded immediately to the Office of Risk Management's Transportation Claims Unit for further 
handling. 

G. Any objects and/or products which may have caused, contributed to, or which are suspected of causing an 
accident are to be retained and preserved as evidence. 

H. If a loss occurs or a claim arises, the agency is not to assume any obligation or incur any expenses without 
authority from the Office of Risk Management. 

I. Refer to the Office of Risk Management’s web site, www.doa.louisiana.gov/orm, for procedures for repairing 
water vessels (over 26 feet) covered by the commercial insurance market. 

AUTHORITY NOTE: Promulgated in accordance with R.S. 39:1527, et seq. 
HISTORICAL NOTE: Promulgated by the Division of Administration, Office of Risk Management, LR 13:21 (January 

1987), amended LR 15:85 (February 1989). 
§3115.  Reporting of Bond and Crime Claims 

A. All claims must be reported as soon as possible, but no later than the prescription period outlined in Book III, 
Title 24, Chapter 4 of the Louisiana Civil Code.  In most cases, prescription periods are one (1) year.  ORM will pay 
only for covered losses reported before one year from the date of the accident or discovery date.  Policy language 
clearly states…”you must see to it that we are notified as soon as practicable of an “occurrence” or an offense which 
may result in a claim.”  FAILURE TO REPORT POTENTIAL CLAIMS AS SOON AS POSSIBLE SEVERELY 
LIMITS THE ABILITY OF ORM TO INVESTIGATE THE FACTS AND MAY COMPROMISE THE STATE’S 
LEGAL RIGHTS TO SUBROGATION FROM A RESPONSIBLE THIRD PARTY. 

B. The state of Louisiana provides insurance coverage for bond and crime which includes performance, money 
and securities. All  claims are to be reported, in  writing, to the Office of Risk Management's Property Claims Unit, 
P. O. Box 91106, Baton Rouge, LA  70821-9106. 

C. Information required to be submitted includes the following: 

1. name of insured agency; 

2. date of loss; 

3. location of loss; 

4. circumstances surrounding the occurrence; 

5. approximate value of loss; and 



6. name of person reporting claim, listing job title and telephone number. 

D. Claims are to be submitted, in writing, to the Office of Risk Management, P. O. Box 91106, Baton Rouge, LA 
70821-9106. 

E. Any objects and/or products which may have caused, contributed to, or which are suspected of causing an 
accident are to be retained an preserved as evidence. 

F. If a loss occurs or a claim arises, the agency is not to assume any obligation or incur any expenses without 
authority from the Office of Risk Management. 

AUTHORITY NOTE: Promulgated in accordance with R.S. 39:1527, et seq. 
HISTORICAL NOTE: Promulgated by the Division of Administration, Office of Risk Management, LR 13:22 (January 

1987), amended LR 15:85 (February 1989). 

§3117. Reporting of Medical Malpractice Liability Claims 
A. All claims must be reported as soon as possible, but no later than the prescription period outlined in Book III, 

Title 24, Chapter 4 of the Louisiana Civil Code.  In most cases, prescription periods are one (1) year.  ORM will pay 
only for covered losses reported before one year from the date of the accident or discovery date.  Policy language 
clearly states…”you must see to it that we are notified as soon as practicable of an “occurrence” or an offense which 
may result in a claim.”  FAILURE TO REPORT POTENTIAL CLAIMS AS SOON AS POSSIBLE SEVERELY 
LIMITS THE ABILITY OF ORM TO INVESTIGATE THE FACTS AND MAY COMPROMISE THE STATE’S 
LEGAL RIGHTS TO SUBROGATION FROM A RESPONSIBLE THIRD PARTY. 

B. Prior to July 1, 1988 the State of Louisiana provided medical malpractice coverage in accordance with the 
provision of R.S. 40:1299.39 which details coverage and liability provisions. Effective July 1, 1988, the State of 
Louisiana became self-insured for medical malpractice. Medical malpractice coverage is extended to state health 
care facilities and individuals acting in a professional capacity in providing health care services by or on behalf of 
the State, including medical, surgical, dental, or nursery treatment of patients. 

C. Coverage excludes the following: 

1. premises liability; 

2. bodily injury to employees arising out of employment by the insured; 

3. all obligations under Worker's Compensation or similar laws; and 

4. bodily injury in handling or maintenance of automobiles, aircraft, watercraft, or transportation of mobile 
equipment by an auto owned, operated, rented, or loaned to any insured. 

D. Claims are to be submitted, in writing, to the Office of Risk Management, P. O. Box 91106, Baton Rouge, LA  
70821-9106. 

E. If a loss is serious in nature, it is to be reported by telephone to the Office of Risk Management for review to 
determine if coverage is applicable. 

F. Claims which are made against a state agency by a third party are to be submitted to the Office of Risk 
Management for review to determine if coverage is applicable. 

G. All lawsuits, demands, notices, summons, or other legal documents pertaining to a claim against a state 
agency are to be forwarded immediately to the Office of Risk Management's Medical Malpractice Claim Unit for 
further handling. 

H. Any objects and/or products which may have caused, contributed to, or which are suspected of causing an 
accident are to be retained and preserved as evidence. 

I. If a loss occurs or a claim arises, the agency is not to assume any obligation or incur any expenses without 
authority from the Office of Risk Management. 

AUTHORITY NOTE: Promulgated in accordance with R.S. 39:1527, et seq. 
HISTORICAL NOTE: Promulgated by the Division of Administration, Office of Risk Management, LR 13:22 (January 

1987), amended LR 15:85 (February 1989). 



§3119. Reporting of Road and Bridge Hazard Claims (Department of Transportation and Development) 
A. All claims must be reported as soon as possible, but no later than the prescription period outlined in Book III, 

Title 24, Chapter 4 of the Louisiana Civil Code.  In most cases, prescription periods are one (1) year.  ORM will pay 
only for covered losses reported before one year from the date of the accident or discovery date.  Policy language 
clearly states…”you must see to it that we are notified as soon as practicable of an “occurrence” or an offense which 
may result in a claim.”  FAILURE TO REPORT POTENTIAL CLAIMS AS SOON AS POSSIBLE SEVERELY 
LIMITS THE ABILITY OF ORM TO INVESTIGATE THE FACTS AND MAY COMPROMISE THE STATE’S 
LEGAL RIGHTS TO SUBROGATION FROM A RESPONSIBLE THIRD PARTY. 

B. The state of Louisiana provides road and bridge hazard liability coverage for bodily injury and property 
damage claims resulting from the establishment, design, construction, existence, ownership, maintenance, use, 
extension, improvement, repair, or regulation of any state bridge, tunnel, dam, street, road, highway, or expressway 
for which the agency could be held legally liable. 

C. All road and bridge hazard claims are to be submitted, in writing, to the Office of Risk Management on the 
DOTD/ORM Report of Road Hazard Incident form.  Forms can be obtained from the Office of Risk Management’s 
Road and Bridge Hazard Claims Unit or on the ORM web site, www.doa.louisiana.gov/orm. 

D. Claims are to be submitted, in writing, to the Office of Risk Management, P. O. Box 91106, Baton Rouge, LA  
70821-9106. 

E. If a loss is serious in nature, it is to be reported by telephone to the Office of Risk Management for review to 
determine if coverage is applicable. 

F. Claims which are made against a state agency by a third party are to be submitted to the Office of Risk 
Management for review to determine if coverage is applicable. 

G. All lawsuits, demands, notices, summons, or other legal documents pertaining to a claim against a state 
agency are to be forwarded immediately to the Office of Risk Management's Claim Office for further handling. 

H. Any objects and/or products which may have caused, contributed to, or which are suspected of causing an 
accident are to be retained and preserved as evidence. 

I. If a loss or a claim arises, the agency is not to assume any obligation or incur any expenses without authority 
from the Office of Risk Management. 

J. It would be the responsibility of the district office of the Department of Transportation and Development to 
verify the following: 

1. that the alleged accident occurred on a state maintained highway/road; 

2. existence of the damage; 

3. whether the state had knowledge of the defect prior to the alleged accident; 

4. the existence of any contract which may exist between the state and any municipality. contractor or other 
party. 

AUTHORITY NOTE: Promulgated in accordance with R.S. 39:1527. 
HISTORICAL NOTE: Promulgated by the Office of the Governor, Division of Administration, Office of Risk Management, 

LR 15:85 (February 1989). 

§3121. Claims Unit Contacts 
A. For further information on reporting a claim or requesting information regarding a specific claim, contact the 

Office of Risk Management, in writing, at P. O. Box 91106, Capitol Station, Baton Rouge, LA  70821-9106 or 
telephone the appropriate claims unit. 



Unit 
 

Contact the 
Following 
Telephone 
Number(S) 

Claims-Administrative (225) 219-0012 or 
(225) 219-0168 

Property (225) 342-8399 
1. Buildings and Improvements. 

Contents and equipment, excluding Boiler and Machinery. 
2. Boiler and Machinery 
3. Bonds and Crime 
Transportation (225) 342-8466 
1. Auto Liability  
2. Automobile Comprehensive and Collision 
3. Aviation 
4. Wet Marine 
General Liability-All Comprehensive General 
Liability 

(225) 342-8463 

Medical Malpractice (225) 342-8442 
(225) 219-0868 

Workers' Compensation (225) 342-7390 or 
(225) 342-8451 or 
(225) 342-8458 

1. Statutory and Employer's Liability 
2. Maritime Compensation 

 
 

Road and Bridge Hazards-All Road and Bridge 
Hazards 

(225) 342-5441 or 
(225) 219-4846 

Subrogation (225) 342-8446 

AUTHORITY NOTE: Promulgated in accordance with R.S. 39:1527. 
HISTORICAL NOTE: Promulgated by the Office of the Governor, Division of Administration, Office of Risk Management, 

LR 15:86 (February 1989). 

 


